DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL CONSTRUCTED VOUCHER

TM-2 PREPARER COURSE
USING NASA’S TRAVEL MANAGER SYSTEM

Constructed Voucher

NOTE

All travel authorizations will be written with the preferred mode indicated. If
Traveler’s personal preference is different than the preferred mode, the Preparer will
add comments regarding actual plans and accomplish constructed voucher upon return.

This document contains instructions for creating a constructed travel voucher.

If a traveler deviates from the authorized itinerary or transportation mode, the
reimbursement amount is limited to the actual travel cost or the authorized original
itinerary cost, whichever is less. To determine the travelers’ compensation, both
itineraries are to be entered into Travel Manager as a Constructed Travel Voucher, and
Travel Manager will select the voucher with the lesser of the two amounts.

Trip 1 Information

1. Itinerary

A Traveler uses air transportation to Washington, DC, to attend Travel Manager
training.

2. Ticketed Transportation
Round trip airfare is $400.00.
3. Other Expenses
Taxi from airport to hotel on arrival.
Tip for taxi.
Taxi from hotel to airport on departure.

Tip for taxi.

Trip 2 Information

1. Itinerary

A Traveler uses Privately Owned Vehicle (POV) to drive to Washington, DC, to
attend Travel Manager training.

2. Expenses

Mileage from residence to Washington, DC, is 200 miles.
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TRIP 1

One voucher will be created with two different trips. The first will use AIR transportation and
appropriate expenses and the second will use POV and appropriate expenses. The first trip will
be copied to a second trip, and the appropriate expenses will be changed. The less expensive of
the two trips will be reimbursed to the traveler.

A. CREATE A NEW DOCUMENT

1. Click the Create New Document link on the Document Processing Toolbar on the left
side of the page. The New Document page will be displayed.

Document Preparation
=8 New Document
& PREPARER2 A
Traveler: Quick Tip
To select a traveler, click on the EID or Traveler Name lookup button
— to Travel Manager
Create alew Document Type @ Athorzation [ ¢] (vt Name i pocument
Document Document Hame @
[» Open Existing Document SSM@,i E] Ihis Document
[> Review Documerts Traveler Hame E]
[ Delete Documents

2. Select Voucher from Authorization in the Document Type pull down list.

Authorization -

Autharization

Waoucher
Local Waucher
Amendment

3. Click in the Document Name field.

4. The Traveler Listing (Voucher from Authorization) page will be displayed.

Document Preparation

User:

& PREFARER? Traveler Listing (Voucher from Authorization)

Traveler: Quick Tip
Type one or more lefters of the traveler's ast name and click Search
» Create a New Then, click the traveler's name to list all documents:
b g:;uiémg Document Enter Search Criteria
[ Revizw Documerts Last Hame
[ Delete Dacuments Traveler List 1 it

[> Copy Documert Prev 40 Hext 40

[> Import Documents

5. Click in the Last Name field under the Enter Search Criteria arca and enter the last

name of the traveler (or a portion of the name). Click the button, beside the
Last Name field.
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6. The Traveler Listing (Voucher from Authorization) page will be displayed with a list
of travelers. Use the Prev 40 or the Next 40 link, located in the Traveler List area, if
necessary to scroll through the list of travelers.

Document Preparation

User:
1 PRERARERD Traveler Listing (Voucher from Authorization)

Traveler: Quick Tip
Type One of more letters of the traveler's last name and click Search.
+ Create a New Then, click the traveler's name to list all documents.

I g;s:ggﬁg Document Enter Search Criteria
[ Review Documents Last Hame ﬁrav

[» Delete Documents [Traveler List
[> Copy Documert

[ Import Documerts

TRAWELERZ, &1 240-00-0101

7. Click the Name link of the desired traveler in the Traveler List area on the left side of
the page. A list of authorization documents will be displayed in the Document List in
the Document Search (Voucher from Authorization) area on the right.

Setup Reports Logout Help " Document Preparation
User:
Traveler Listing (Voucher from Authoriz| Document Search (Voucher from Authorization)
Susie L. Smith
Traveler: Quick Tip Document List Click on an entrs
Type one of more letters of the traveler's last name and
click Search. Then, click the traveler's name to list al n
documents. .
" Create a New B authorization 05M3M02  CREATED
Document E S h Criteri
% 2 Evisting Bocument nter Search Criteria B authorization 24-A051 3024T 054302 DATA LINK

B Authorization 24-A0040702AT 040702 DATA LINK
@ Authorization 24-AA021102AT 021102 DATA LINK
@ Authorization 24-200110024T mMom2  CREATED .

Last Hame

[» Reviews Documents

[> Delete Documents

[> Copy Document Prev 40 Next 30

[ Import Documents ;
APFROVER, ALAN 240-00-4001
240-00-0001
TREVELER, ARNGELA! 240-00-0011
Traveler, Arthony 240-00-0071

8. Authorization documents created for that traveler will be displayed in the Document
Search (Voucher from Authorization) area on the right with the current Status of the
document.

a. Documents that have been created but not routed will have CREATED in the Status
column.

b. Documents that have been created and routed will have various stamp values in the
Status column, some of which may be SIGNED, ADJUSTED, REVIEWED,
APPROVED, MGT REVIEWED or MGT APPROVED.

c. Documents that have completed processing will have DATALINKED in the Status
column.
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9. Click the Document icon =] next to the desired authorization from the list. The New
Voucher From Authorization page will be displayed.

Document Preparation

User: New Voucher from Authorization

A PREPARER2 -

Traveler: Quick Tip

To select a traveler, dlick on the EID or Traveler Name lookup button
to Travel Marager

b Create a New Document Type | Voucher from Authorization & this Document

Document Document Hame @ [24-XX0407 02T

Qpen Existing D it

peh Existing Documel S5H @ [FA0000707 Bl th\s Document
Revievr Documerts Traveler Hame  TRAVELERZ, &1 [El

Delete Documents

10. Click the ===t | this Document button in the ‘For this Document you can:’ area in the
top right. The Itinerary Information page will be displayed with the data that was
entered on the authorization.
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B. ITINERARY

Document Preparation

e Itinerary Information for 24-XX040702AT

A PREPARERZ Quick Tip
Traveler: The Begin Travel and End Travel fields must be completed before a per diem location can be added. Remetmber to save your tinerary hefore [E] finerar

21 TRAVELERZ i ’
Voucher: 24
XR040702AT
« Document Summary Trip Information
= Trip Murriper Travel Authorization Humber 24-B4200002 Auth Date 577002

» Traveler Purpose | TRAINING 3 Type | SINGLE 3
» tinerary i i

Deseription [T days TMtraining in TripHo 1
= Ticketed Trans vashington DC

- Expenses

Lomanise
= Accourting Begin Travel g l—nmmnnz Depart ’7%5 e 5 Depart Selection

: lz::e " End Travel g [Gzn0z00z Return [RES Residence U5 Return Selection

- Documert Status Trip Duration Multiple days -

= Perform Pre-Aucdits Comments

oucher due 5 days after completion ‘i‘
= Previewy Document ot your g
cE DT Per Diem Locations

= Cloze Document
[0 Replace ALL lodging and M&IE information on this document. Add Location

7 ®r 702 WASHINGTON,DC 010102

1. Select CNST from the Type pull down list in the Trip Information area to indicate this
is a constructed voucher.

2. Click the _save | Itinerary button in the ‘For this Document you can:’ area in the top
right.

3. Click the Document Summary link on the Document Processing Toolbar on the left side
of the page. The Document Summary page will be displayed.

08/02/02 TM-2, V1.1 Page 7



DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL

C. DOCUMENT SUMMARY

Document Preparation

e Document Summary for Voucher 24-XX040702AT
A PREPARERZ Quick Tip
WL AR g For specific information, click on & Details link. Yiou can sign and stamg your document from the Document Status section. @ Document
A1 TRAVELERZ :
[ voucher: 24 Trip Humber 1 Ertering Dacument
XX040702AT Travel Authorization
Humber 2454200002 Current Document

Ltz b)) Traveler Details 240-00.0101, A1 TRAVELER2

- Trip Mutnber o

Purpose Description T days TM training in Washington DC
= Travelsr Itinerary Details WASHINGTON,DC 04/07/02 - 04/10/02
« ltinerary

Ticketed Trans Details $400.00
= Ticketed Trans

Expense Details NN
= Expenses

Quick Expense

« LodirmSIE
oaing 7 3 oanrzooz T4 2000
+ Accourt
R F % oanoeooz Tax 2000
0Tl Total: 40.00 =
= Comments

Lodging/M&IE Details $161.00
= Documert Status

- ccounting Summary

= Previews Document 24-B42-09200000 &01.00

= Export Document Total: 01 .00

= Clage Document il
Totals Details ORI

Amourt Claimed 601.00
Mon-Reimbursable Expenses 000
Addvance Applied 0.00
Pay To Charge Card 000
Pay To Traveler 601.00

Enter Comments “Youcher due 5 days after completion of your trip.
Document Status [T

Click on each link on the Document Processing Toolbar on the left side of the page to
review the information in the Document Summary page for Trip Number 1. All
information from the Authorization was copied to this Voucher except for the Lodging
expenses, which have been zeroed out.

Click the Ticketed Trans link on the Document Processing Toolbar on the left side of
the page. The Ticketed Transportation page will be displayed.
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D. TICKETED TRANSPORTATION

Document Preparation

User: Ticketed Transportation for Voucher 24-XX040702AT
A PREPARER2 Quick Tip
Traveler: g To enter ticket infortation, click Add. Previously entered ticket information can ke edited (Pencil icon) o deleted (X icon). Ticket
A1 TRAVELER2
[» Voucher: 24- -m -m

XXD40702AT

= Documert Supmary
f x See tinerary 1 04,0702 AR 400 00 ho

1. Review the ticket information. This information should remain for Trip 1.

2. Click the Expenses link on the Document Processing Toolbar on the left side of the page.
The Expense Entry page will be displayed.
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E. EXPENSES

User:

A PREPARERZ
Traveler:

&1 TRAVELER2
Voucher: 24
XX040702AT

= Documert Summary
= Trip Mumber

= Traveler

« ttinerary

= Ticketed Trans

+ Expenses

« LodgingM&IE

= Accounting

= Totals

= Comments

= Documert Status

= Perform Pre-Audits
= Preview Dacument
= Expiort Docurment

» Close Document

Document Preparation

Expense Entry for 24-XX040702AT

Quick Tip
g The &rrovy icon indicates a reguired field. Click Save to save the current expense and refresh the screen 50 a new expense
can be added

g Use Quick Expense

Date © [qeimrz0z s Use Foreign Calculator
Expense Type [ 2] ¥ | ookup Credit Card Expenses
E l—
Des:ﬂ:{;gg ° Current Expensze
Miles ,7
Traveled Entering Expenses
selecton | *]
Rate Copy Through Date
Cost @
Comments
Reimbursable
Tanable
Expense
Category

g #]
Method
Vendor > y

Current Expenses

F % oanrrzoz TAXI 2000
F 3% wanorooz TAXI 2000
Total: 40.00

1. Review the expenses in the Current Expenses areca. Taxi expenses should remain for

Trip 1.

a. Click the Pencil icon [ to edit any Current Expenses records for modifications.

b. Click the X icon to delete any Current Expenses records.

2. Click the Lodging/M&IE link on the Document Processing Toolbar on the left side of
the page. The Lodging/M&IE page will be displayed.

08/02/02 TM-2, V1.1
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F. LODGING/M&IE

Document Preparation

e Lodging/M&IE for 24-XX040702AT
& PREPARERZ Quick Tip
Traveler:
An asterisk (%) in the Special column indicates that & condition has been selected in the Advanced LodgingM&IE window
A1 TRAYELERZ Lodging and MAIE expenses

Youcher: 24-

 Svarisar
= Document Summary Lodging/M&IE Data

= Trip Mumber

= Traweler & qamzinz ) 0.00 000 34.50 150/ 46
= tinerary F nameims ] 0.00 000 46.00 150/ 46
o WEEE RS 7 s s 0.00 000 46.00 150 146
oS EIEED F napimz @ 0.00 0.00 34.50 150446
» LodgingM&IE

1. Lodging costs are zero on the voucher unless actuals or overrides were entered on the
authorization. The Lodging expenses must be entered and will be the same for both
trips.

2. Click the Pencil icon [ | next to the first Lodging record. The Update Lodging and
M&IE Expenses page will be displayed.

Document Preparation
e Update Lodging and M&IE Expenses for 24-XX040702AT (04/07/02)
A& PREPARERZ Quick Tip
Traveler: % For this Iodging dey, you can edit specific actusls, leave data, meals provided stetus, lodging amourt, snd it desired apply these changes
forward using the apply through toal
A1 TRAVELER2 < il & Expenze
[» Youcher: 24- Lodging Save | Eunense Changes
Ttz Per Diem Rate: 150 / 46 i
_ = Lodging and MEIE
= Docutneht Summmary Lodging: [0.00
= Trip humker Conference Allowance Without Saving Changes
= Traveler [m] Conference Allowance m Apply Through Date:
= tingrary Conference Rate: l—
04/07.02
- Tttt Tras
= Expenses [m] L:n_jgii?gn o0
imit: 0.
¥ Lodging/M&IE O meals
= Accourting Breakfast: 0.00
Lunch: 0.00
DML Dinner: 0.00
= Cotrrments Incidentals: 0.00
~Documert Saus
« Perform Pre-audts ® Hone
= Previewr Document 2 annuat
O other
= Export Document Hours: 0
o e Meals Provided
[ Breakfast
O Lunch
[ pinner

3. Click in the Lodging field and type 119.

4. Click the Calendar icon in Apply through Date area to the right of the Lodging
field and select the last day of travel (April 10).
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5. Click the Expense Changes button in the ‘For this Document you can:’ area in the

top right. The Lodging/M&IE page will be redisplayed with the lodging costs entered.
Notice the last day has no lodging amount as this is the return day.

Document Preparation

Tere Lodging/M&IE for 24-XX040702AT

A PREPARERZ Quick Tip
Traveler: g

An asterizk (*) in the Special column indicates that & condition has been selected in the Advanced LodgingMSIE wincow
A1 TRAVELER2 IEEI:EAI Lodging and MEIE expenses
[» Youcher: 24-

XX0A0T02AT
= Document Summary Lodging/M&IE Data
= Trify Mumber
= Traveler F vapminz o] E} 11a.00 112.00 34.50 150746
= tirerary & ez @ E] 118.00 119.00 4500 150/ 46
= Ticketed Trans & vanaina @ E] 118.00 11900 4500 150146
" E"F'E"_SES 04H 002 @ 0.00 0.00 3450 150746

LodagingM&IE

6. Click the Accounting link on the Document Processing Toolbar on the left side of the
page. The Available Accounting Codes page will be displayed.
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G. ACCOUNTING

Document Preparation

User:

Available Accounting Codes forr 24-XX040702AT
& PREPARERZ

Traveler: Quick Tip
Cince two or more scoounting codes are selected, the Allostion button is enabled Mew Accounting Code
£1 TRAVELER2

b Voacheni ot
EETIIELNT Accounting Code | Retrieve]

= Documert Summary

T Master Accounting Codes Click Accourting Labe to add to Docurment

Prev 10 Hext 10

= Traweler

= tinerary 24-B2, 24-B42-09200000 0920000, ... 24,2 5.00.BA, 000

= Ticketed Trans 24-B2 24-BA2-09225TRM 0920025 03. . 24 2.7.00.BA.TRM
= Expenses 2468, 24-B2.71035000 7103500, ... 242 8. 00. BA. 000

- LodgingMa/E

+ Accounting

= Totals

= Cotmments

= Document Status

= Performn Pre-Aucdts

= Previewy Document

= Export Document

= Close Document Accounting Codes for 24-XX040702AT
F 3% 24.pa 24-B42-03200000 0320000, 08, 2126, GH, 24. 2. . 00. B4, 000 Extended
Fear ¥ pelste

1. Review accounting code information.

NOTE

All Labels for Accounting Codes begin with the Center ID (example 24) and a —
(hyphen) followed by a 2 digit organization code (example FR), one digit year, hyphen,
3 digit UPN, 2 digit SYS, and 3 digit subrad (example: 24-FR2-32996000).

2. If multiple accounting codes exist and the allocation needs revision (for example:
increased registration fee), click the Allocate link to the right of the account code. The
Accounting Allocation Summary page will be displayed.
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H. TOTALS

User:

A PREPARERZ
Traveler:

A1 TRAVELERZ2
Voucher: 24
XX040T02AT

« Document Summary

= Trify Mumber

= Traveler

= ltinerary

= Ticketed Trans

- Expenses

- Ladging/Ma/E

= Accounting
Totals

= Comments

= Documert Status

= Perform Pre-Audits

= Previewy Document

= Export Document

= Cloze Documert

Total Details for 24-XX040702AT

Quick Tip
It necessary, enter changes and click DK

Total Expenses: 95500
Hon-reimbursable Expenses: 0.00

Total Amount Claimed: 35800

Gov't Advance Outstanding: 0.00
Gov't Advance Applied: 0.00 0.0n

Het to Traveler: 95500

(Due Govt if negative)

Enpenses on Gov't Charge Card: 0.00

Add’l Gov't Charge Card Payment: |0.00

Total Gov't Charge Card Amount: 0.00
Pay to Gow't Charge Card: 0 00
Pay to Traveler: 95500
(Totals are based on trip 1)

Expense Category Details

1* COM CARIER 24-BA
1" LODGING 24-B4
1" MEIE 24-BA4
1* TAXITIPS 24-BA

* denotes lowest cost trip for constructed voucher

24-BA2-09200000
24-B42-03200000
24-B22-09200000
24-B42-09200000

Document Preparation

New Tatals for Document

40000
3a7.00
161.00
4000

1. Review the Total Details for Trip 1. Note the expenses in the Expense Category
Details area at the bottom of the page are for Trip 1 and the net due the traveler.

2. Click the Comments link on the Document Processing Toolbar on the left side of the
page. The Comments page will be displayed.
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I. COMMENTS

ez Comments for 24-XX040702AT
A& PREPARER2 Quick Tip
Traveler: g Click Apply and presst comments are inserted into the Comments field. Comments can skso be typed directly into the comments fisld. Comments

apply to the entire document.
A1 TRAVELERZ
Voucher: 24 Comments [\oucher dus 5 days after completion of your trip
XX040702AT

= Document Summary
= Trigy Murnber
= Traveler

= ttirerary

Document Preparation

Preset Comtnents
Comments
weithout Saving Commerts

1. Review and make any necessary changes to the comments. Identify any changes to the
expenses that were authorized, not the regular expected expenses that are being added to

the voucher.

2. The comments assist the approvers and auditors in processing the voucher.

NOTE

The 288 | Preset Comments button, in the ‘For this Document you

top right, will clear any comments that are in the field.

can:’ area in the

3. Click the Document Status link on the Document Processing Toolbar on the left side of

the page. The Status page will be displayed.

08/02/02 TM-2, V1.1
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CONSTRUCTED VOUCHER

J. DOCUMENT STATUS

User: Status for 24-XX040702AT

A PREPARERZ o
Traveler: Quick Tip
The Signature PIN is case sensitivel
Al TRAVELERZ
[> Youcher: 24-
XX040702AT

= Dacument Summary Status to Apphy
= Trip Nurmber Signature PIH l—

= Traveler

Remarks

= tinerary

= Ticketed Trans
= Expenses

= LadigingMEIE
= Accourting TRAVELERZ, A1 SIGNED
= Totals

= Comments Document History

» Document Status

= Pertarm Pre-Aucits

Document Routing

07/09/02 11:044M EST CREATED A PREPARER2

Document Preparation

and Submit Documert

1. Review the status of the voucher. Notice the default Status to Apply is “SIGNED”.

2. Click the Perform Pre-Audits link on the Document Processing Toolbar on the left side

of the page. The Pre-Audit Results page will be displayed.

NOTE

created.

Do not sign the document until the additional Trip’s voucher (e.g. Trip 2) has been

08/02/02 TM-2, V1.1
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CONSTRUCTED VOUCHER

K. PERFORM PRE-AUDITS

User:

A PREPARERZ
Traveler:

A1 TRAVELER2
Voucher: 24-
ZX040T02AT

= Documert Surmmary
= Trip Mumber

= Traweler

= ttinerary

» Ticketed Trans

= Expenses

« LodgingMaE

= ACcounting

= Totals

= Comimerts

= Documert Status

» Perform Pre-Audits

= Previewy Document
« Expart Document
= Cloze Document

Pre-Audit Results for 24-XX040702AT

Quick Ti
% Click the Magnifying Glass icon to view detaill comments for each audit process.

Document Hame: 24-XX040702AT
Type: Woucher
Traveler: TRAWELERZ, &1
Status: PASS

Pre-Audit Results

B AcCT CODES AUTHRZED
B\ ACTUAL MULTIPLER

B acTusLs BasT

X £PPLIED ADVANCE

B\ 4PPROVAL BY TRAVELRY
B\ £PPROVED BY TRAVELRZ
@ APPROVED BY TRAVELRS
BA AUTHORIZATION EXIST
[\ CONFERENCE ALLOWANCE
BAcOST cOMPARISON

B\ cOST LESS COM. CARR
BADALY EXPENSE THRESH
EADFLT PMT METHOD USED
RAEXP CAT % VARISNCE

B\ Exp CATEGORY USED

@ EXP CATEGORY USED1
BAExp CATEGORY USED2
B\ EXPENSE CATEGORES
BALAUNDRVIDR'Y CLEANING
B\ LEAVE AUTHORIZED

By eavE BxsTS
EAMLITARY PERSORINEL

Ig OTHER EXPENSES

PASS
PASS
PASS
PAEE
PASS
PAZS
PASS
PASS
PASE
PASS
PASS
PASS
PAZS
PASS
PAZS
PASS
PASS
PASS
PASS
PASS
PASS
PAZS
PASS

Document Preparation

i
Gose | b audit Results

]

1. Review the Pre-Audit Results for Trip 1. Because all the expenses had been approved
on the Authorization, the Status is ‘PASS’.

2. Click the Document Summary link on the Document Processing Toolbar on the left side

of the page. The Document Summary page will be displayed.

08/02/02 TM-2, V1.1
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L. DOCUMENT SUMMARY

Document Preparatio|

e Document Summary for Voucher 24-XX040702AT
A PREPARER2 Quick Tip
s L8 % For specific information, click on a Details link. You can sign and stamp your document from the Document Status section. [E] Document
A1 TRAWELER2 N
[> Voucher: 24- Ixio Humber 1 Entering Document
XX040702AT Travel Authorization
Humber 2454200002 Currert Docurment
Document Summary Traveler Details 240-00-0101 , A1 TRAVELER2
= Trify Murmber

Purpose Description Two days TMtraining in YWashington DC

= Traveler Hinerary Details WASHINGTON,DC 04/07/02 - 04/10/02
- tinerary Ticketed Trans Details $400.00
= Ticketed Trans

ER LB b e nse Summary
= Expehzes

Quick Expense

- LodgingaiE

onging: F ¥ oanrezooz TAX 2000
- Account

CCORIE] F 3 oanorooz Taxl 2000
- Tatals Total: 40.00
= Comtnerts

LodgingMAIE Details $518.00
= Document Status

e — ccounting Summary

» Presvisw Document 24-B42-09200000 95500
+ Export Document Total: 35500

» Close Document Totals Details

otals Summary

Arnourt Clairmec 95800
Mon-Reimbursable Expenses 000
Addvance Applied 000
Pay To Charge Card 000
Pay To Traveler 955 .00

Enter Comments Voucher due 5 days after completion of your trip.
Document Status [jNETSSEIR

JPIN to stamp th nent

Stamp and Route

SIGNED = H

1. Review the information in the Document Summary page for Trip 1.

2. Click the Trip Number link on the Document Processing Toolbar on the left side of the
page. The Trips page will be displayed.
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TRIP 2

Trip 1 will be copied to Trip 2 and the appropriate expenses changed in Trip 2 to reflect the
use of the traveler’s Privately Owned Vehicle (POV).

M. TRIP NUMBER

Document Preparation

User: Trips

& PREPARERZ -
Traveler: Quick Tip

To add atrip to this document, click Add
41 TRAVELER2 " (k] 7o
[> Youcher: 24 rips for 24 -XX040702AT

XX040702AT Trips Window
= Documert Surmmary @ 1 CMET TRAINING 040702 041002
» Trip Number

1. Click the Copy Trip button next to the Trip No 1 link. The Copy Trips page will

be displayed.
Document Preparation

User: Copy Trips

A PREPARER2 Quick Tip
=20 % To accept the default, click SAVE. E]

Meswy Tripy
A1 TRAVELER2 N
[» Youcher: 24- Copy From Trip |1

XX040702AT Copy To Trip ,Q_ without Saving
« Document Summary
+ Irip Number

2. Click the _save | New Trip button, in the ‘From this Document you can:’ area, to save the
new trip. The Trips page will be redisplayed. Notice that Trip 1 has been copied to
Trip 2. Both trips will be identical until changes are made to Trip 2.

Document Preparation

User: Trips

& PREPARER2 Quick Tip
QEEEEE % To add & trip to this document, click A

21 TRAVELERZ : Trips

[ Voucher: 24 rips for 24 XX040702AT

XX040702AT Trips Vinciowve
= Document Summary ®IF 1 CNST TRAINING 0410702 0440102
+ Trip Number ®[E 2 CNST TRAINING 0410702 0441 0/02

3. Click on the 2 link in the Trip No area. The Document Summary page of Trip 2 will
be displayed. All of the data entered can be viewed from this page. Click any link within
the document to view details and to make changes.

NOTE

To switch between trips, click the Trip Number link, on the Document Processing
Toolbar on the left side of the page, and click the desired trip number in the Trips page.
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N. DOCUMENT SUMMARY

Document Preparation

UE=m Document Summary for Voucher 24-XX040702AT

& PREPARERZ e —
UEElEE g Fer spesific information, dlick on & Detsiks ink. You can sign and stamp your dosumert fram the Document Stetus section ——

b voucher 26 I umber 2 T~
XADAOTOZAT Travel Authorization
Number 2454200002 Currest Documert

+ Document Summary Traveler Details 240.00-0101 , A1 TRAVELER?
+ Trip Nurma

P Fumber Purpose Description Two days TM training in Washington DC
+ Traveler ttinerary Detaits WASHINGTON,DC 04/07/02 - 04/10/02
oL IEERy Ticketed Trans Details $400.00
= Ticketed Trans

Expense Details
Expense Uelails Expense Summary
= Expenzes

Quick Expense

- LodiaingME

EapiLE F % oanrzooz Al 2000
e F ¥ oanozooz TAXI 2000
Ol Totak: 40.00
= Cammerts

Lodging/MEIE Details $518.00
» Document Status

e B ccounting Summary

= Preview Document

24-BA,2-09200000 858.00

= Export Documert Total: 956.00

= Cloze Document il

LR BT otals Summary

Amaunt Claimed 956.00
Mon-Reimbursable Expenses 0.00
Advance Applied 0.00
Pay Ta Charge Card 0.00
Pay To Traveler 855.00

Enter Comments “oucher due 5 days after completion of your trip
B dDocument Status

Erter StatusPIN to stamp this document

Stamp and Route

1. Review the information on the Trip Number 2 Document Summary page. Notice all the
information from Trip 1 has been copied to Trip 2.

2. Click on the Itinerary Details link in the Document Summary page. Note the Type for
Trip 2 is CNST.

Auth Date 03052002

[mmitddiyyyy]
Type |CNST -

Trip Mo 2

3. Click the Ticked Trans link on the Document Processing Toolbar on the left side of the
page. The Ticketed Transportation page will be displayed.
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CONSTRUCTED VOUCHER

O. TICKETED TRANSPORTATION

User:

A PREPARERZ
Traveler:

Document Preparation

Ticketed Transportation for Voucher 24-XX040702AT

Quick Tip
% To erter ticket informstion, click Add. Previously entered ticket information can be edited (Pencil icon) or deleted (X icon)

A1 TRAVELERZ
[»> Youcher: 24-
XX0WTO2AT

= Documert Sutnmary

04107102 AR 400.00

F % ses tinerary 1

= Trify Murmber

= Traveler

Ticket

no

1. Click the X icon to delete the ticket information.

K

2. Click the
delete the ticket information.

button in the pop-up confirmation message window to agree to

3. Click the Expenses link on the Document Processing Toolbar on the left side of the page.

The Expense Entry page will be displayed.

08/02/02 TM-2, V1.1
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P. EXPENSES

User:

A PREPARER2
Traveler:

A1 TRAVELER2
Voucher: 24-
XX040T02AT

= Diocumert Surmmary
= Trip MNumber

= Traveler

= tinerary

= Ticketed Trans

+ Expenses

« LodgingM&IE

= Accourting

= Totals

= Cammerts

= Document Satus

= Perfarm Pre-Aucts
= Previgw Document
« Export Document

= Cloze Dacument

Document Preparation

Expense Entry for 24-XX040702AT

Quick Tip
% The Arrow icon indicates a required field. Click Save to save the current expense and refresh the screen 5o a new expense

can be added P yse Quick Expense

Date @ am7rnoz U use Foreian Calculator
Expense Type [ ¥ ] DLt:mku Credit Card Expenses
E: [—
Des:::::{:zﬁ o E] Current Expense
Miles ’—
Traveled Entering Expenses
seection | *]
Rate Copy Through Date:
Cost @
Comments
Reimbursable
Taxable
Expense
Category

ma L #]
Method
Vendor *
a

[Current Expenses

7 9% o4n7rzooz TAXI 20,00
J % o4nooom TAXI 2000
Total: 40.00

1. The expenses for Trip 2 must be changed to reflect the mileage and gas for the Traveler’s

POV instead of the ones for the air transportation.

a. Click the X icon next to each taxi expense and the button in the pop-
up confirmation message window to agree to delete the expense information.

2. Click the Use Quick Expense link on the Document Processing Toolbar on the left side

of the page. The Quick Expense Entry page will be displayed.

08/02/02 TM-2, V1.1
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Q. QUICK EXPENSE ENTRY

User:

A PREPARERZ
Traveler:

A1 TRAVELER2
[» Voucher: 24-
XXD40702AT

= Document Summary

= Trity Murmker

= Traveler

« tinerary

= Ticketed Trans
Expenses

« Lodging/MEIE

= Accourting

= Totals

= Camments

= Document Status

= Perform Pre-Audits

= Previesy Documert

= Expiort Document

= Close Document

Document Preparation

Quick Expense Entry for 24-XX040702AT

Quick Tip
g Erter up to 10 expenses at once. Previously entered expenses can be edited (Pencil icon) or delsted (X icon).

Expensas
Entering Expenses

1 BB [oanroz [ +] I I [EH [Fa00

2 BB [oan7emoz [ +] I I [EH [Fa00

3 BD [oamrioz ( +] | I B [

4 BB [caoroz ( +] [ I Bk [

s BD [canroz ( +] [ I Bk [

& BD [oanroz ( +] [ I Bk [

7 BB [oanroz ( +] [ I Bk [

s BD [oanroz ( +] [ I Bk [

s BD [canroz ( +] [ I Bk [

10 B [Gamrioz ( +] [ I Bk [ =

Current Expenses

Total: 0.00

NOTE

Use Quick Expense to ADD expenses. Do not use to modify expenses.

1. The page is divided in half. Each half is scrollable.

2. The top half contains 10 rows for quick expense entry. The bottom half displays a list of
current expenses that are on the document.

3. Onrow 1, review the date to be sure it is 04/07/02.

a. Select POV —(8.365) from the Expense Type drop down list.
b. Enter 200 in the Miles column for the expense and leave the date 04/07/02.

c. Onrow I, click the Copy Expense icon to copy the expense from row 1 to row

2.

4. Onrow 2, click the Calendar icon next to the Date field and select the day the
expense was incurred, April 10, 2002. The date can also be modified in the Date field.

08/02/02 TM-2, V1.1 Page 23
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5. Click the 5= Expenses button in the ‘For this Document you can:’ area in the top
right. The Quick Expense Entry page will be displayed with the expenses listed in the
Current Expenses area at the bottom of the page.

Document Preparation

User:

RS Quick Expense Entry for 24-XX040702AT
Trawveler: ~ N

Quick Tip

21 TRAVELERZ g Erter upto 10 expenses at once. Previously entered expenses can be edited (Penci icon) or deleted (X icon)

Voucher: 21-
b XX040702AT (Soeleperces

= Document Summary Entering Expenses
= Trip Murmber Quick Expense Entry
= Traveler
« tinerary 1 B® a5 2] [ [ Bl I
= Ticketed Trans 2 @ |U=1.ﬂ oz =) [ I ] | | E|‘ ‘
»

e s B [E | g | | B
- LodgingMaIE .
= Accourting 4 @ |UM 02 |_o| [ X ] | | El‘ ‘
 Totals s BBz = | ] I I Eh I
- Comments & BE [oaron = | 3] [ I E) |
= Document Status 7 % W [ = l | | EI4 ‘
= Perform Pre-Auci:

i s BRFFE [E | <) | | B ‘
= Previgwy Document .
« Export Docurmert s BB parom ( | [ [ B I
« Close Document 10 B [oaAonz [E=N| 2] | | E]] I =

Current Expenses
F % vanrzooz POY 7300
# % oanopooz POV 73.00
Total: 146.00

6. Click the _ore | Entering Expenses button in the ‘For this Document you can:’ area in
the top right. The following message window will be displayed.

You have nokt entered any expenses, would you like to continue?
This will send wou to the Document Surmmary Screen.

Ik I Zancel

7. Click the button in the pop-up message window. The Document Summary
page will be displayed.

8. Click the Lodging/M&IE link on the Document Processing Toolbar on the left side of
the page on the Document Summary page.
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R. LODGING/M&IE

Document Preparation

EERE Lodging/M&IE for 24-XX040702AT
4 PRERARERZ —
Traveler: %
An asterisk (*) in the Special column indicates that a condition has been selected in the Advanced LodgingMEIE window
1 TRAVELERZ Ladging and MAIE expenses
[> Youcher: 24-
XROA0T02AT

= Dacument Summary Lodging/M&IE Data

« Trip Number

- Traweler & ez ] 118,00 118.00 3450 150 146

= tinerary 7 vamemz @ 119.00 119.00 45.00 150 146

= Ticketed Trans F namamz @ 119.00 119.00 45.00 150 746

o B 7 caroma L] E] 00 0o 34.50 150 £ 46
LodgingMEIE

1. Review the information on the Lodging/M&IE page. The information for Trip 2 should
be the same as for Trip 1.

2. Click the Accounting link on the Document Processing Toolbar on the left side of the
page. The Available Accounting Codes page will be displayed.
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S. ACCOUNTING

Document Preparation

XX040702AT

User: Available Accounting Codes for 24-XX040702AT
A PREPARERZ o
Traveler: Quick Tip
Once two of more accounting codes are selected, the Allocation button is enabled -m Mewy Accounting Cade
A1 TRAVELERZ
[> Youcher: 24- Enter Search Criteria

Accounting Code | Retrscve

= Document Summary

Master Accounting Codes Click &ccourting Label to add to Documert
Prev 10 Hext 10

= Trip Nurnber
= Traweler
= inerary 24-B4 24-B42.09200000  0520000. ... 24. 2. 8.00. BA. 000
= Ticketed Trans 24-BA 24-BA2-09225TRM  0920025.03...24.2.7.00.BA. TRN
- Expenses 24-BA 24-B42.71035000 7103500, .. 24. 2. §.00. BA. 000
= LodgingMSIE
Accounting
= Tatals
= Commerts
= Document Status
= Pertortn Pre-Aucits
= Preview Docurment
= Expott Documert
= Close Documenit Accounting Codes for 24 XX040702AT

F 3 24.pa 24-BA2-09200000 0920000, 08. 2128 GH. 24.2. & 00. BA. 000 Estended

Fear Hverete

1. Review the accounting codes. The information for Trip 2 should be the same as for Trip
1.

2. Click the Totals link on the Document Processing Toolbar on the left side of the page.
The Total Details page will be displayed.

08/02/02 TM-2, V1.1 Page 26



DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL CONSTRUCTED VOUCHER

T. TOTALS

User:

A PREPARERZ
Traveler:

&1 TRAVELER2
Voucher: 24-
XX040702AT

= Document Summary
= Trip Mumber

= Trawveler

= ltinerary

= Ticketed Trans

« Expenzes

« LodginaMaIE

= Accourting

» Totals

= Commerts

= Document Status

= Perform Pre-Audits
= Previevw Document
= Export Docummerit

= Cloze Document

Document Preparation

Total Details for 24-XX040702AT

Quick Tip
& If necessary, erter changes and click OK. Mewr Totals for Documerit

Total Expenses: 9556.00
Hon-reimbursable Expenses: 0.00

Total Amount Claimed: 955.00

Gov't Advance Outstanding: 0.00
Gov't Advance Applied: 0.00 0.00

Het to Traveler: 95500
(Due Govt if negstive)
Expenses on Gov't Charge Card: 0.00

Add"l Gov't Charge Card Payment: |0.00

Total Gov't Charge Card Amount: 0.00
Pay to Gov't Charge Card: 0.00
Pay to Traveler: 335.00
(Totals are based on trip 1)

Expense Category Details

1 COM CARIER 24-BA 24-B42-09200000 400.00
1 LODGING 24-B2 24-BA2-08200000 3a7.00
1 MEIE 2458 24-B4,2-08200000 161.00
1* TAXITIPS 24-B4 24-BA2-08200000 40.00
2 COM CARIER 24-BA 24-B42-09200000 400.00
2 LODGING 24-B2 24-BA2-08200000 3a7.00
2 MEIE 2458 24-B4,2-08200000 161.00
2 MILEAGE 24-B4 24-BA2-08200000 14600
*

denotes lowsst cost trip for constructed voucher

1. Note the statement ‘(Totals are based on trip 2)’ in the middle of the page and that the
Expense Category Details list shows expenses for both trips. Asterisks ‘*’ appear
beside the expenses for the lowest cost trip.

2. Click the Comments link on the Document Processing Toolbar on the left side of the
page. The Comments page will be displayed.
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U. COMMENTS

Document Preparation

User: Comments for 24-XX040702AT

& PREPARERZ g Quick Tip
Traveler: Click & . . .

pply and presst comments are inserted into the Comments field. Comments can also be typed directly into the comments field. Commets
apply to the entire documert (i i
&1 TRAVELERZ - "
[ :;;:‘:‘7?]'2:{‘_- Comments [Voucher due 5 days after completion of your trip. E] amments

= Documert Surmmmary .
« Trip Nurnber without Saving Comments
= Travelsr
o HiETEry

1. Identify any changes to what was already authorized. Type the following below the
existing statement, ‘Deleted airfare and taxi/tip expenses to replace with POV
mileage for Trip 2°.

2. Click the Perform Pre-Audits link on the Document Processing Toolbar on the left side
of the page. The Pre-Audit Results page will be displayed.
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V. PERFORM PRE-AUDITS

User:

A PREPARERZ
Traveler:

A1 TRAVELER2
Voucher: 24-
ZX040T02AT

= Documert Surmmary
= Trip Mumber

= Traweler

= ttinerary

» Ticketed Trans

= Expenses

« LodgingMaE

= ACcounting

= Totals

= Comimerts

= Documert Status

= Previewy Document
« Expart Document
= Cloze Document

» Perform Pre-Audits

Document Preparation

Pre-Audit Results for 24-XX040702AT

Quick Tip g
% Click the Magnifying Glass icon to view detaill comments for each audit process. Qose | oo a it Results
Document Hame: 24-XX040702AT
Type: Woucher
Traveler: TRAWELERZ, &1

Status: PASS
@ ACCT CODES AUTHRZED PASS
@ ACTUAL MULTIPLIER PASE
@ ACTUALS EXIST PASS
@ APPLIED ADWANCE PAEE
@ APPROVAL BY TRAVELR1 PASS
@ APPROWED BY TRAVELR2 PAZS
@ APPROVED BY TRAVELRS PASS
@ AUTHORIZATION EXIST PASS
@ COMFEREMCE ALLOVYANMCE PASE
@ COST COMPARISON PASS
@ COST LESS COM. CARR PASE
@ DAILY EXPENSE THRESH PASS
@ DFLT PMT METHOD USED PAZS
g\ EXP CAT % YARIANCE PASS
@ EXP CATEGORY USED PAZS
@ EXP CATEGORY USED1 PASS
@ EXP CATEGORY USED2 PASS
@ EXPEMSE CATEGORIES PASE
@ LAUNDRYIDRY CLEANING PASS
@ LEAVE AUTHORIZED PASE
@ LEAWE EXISTS PASS
@ MILITARY PERSORNNEL PAZS .y
@ OTHER EXPEMNSES PASS =1

1. If any audit fails, the word “FAIL” will be in the Status column. A comment describing
the failure will appear in the Comments column as shown below. A fail may actually be
a warning to draw attention to a particular process to ensure the preparer or signer has
entered/reviewed the data correctly.

@ TRAVEL MODES AUTHRZID FAIL MODE MOT ALUTHORIZED: 1POC
@ TRAVEL MODES AUTHRID FaIL MODE MOT AUTHORIZED: 1POC
[E\ TRAVEL MODES AUTHRZD FalL MODE NOT AUTHORIZED: 1POC
[\ TRAVEL MODES AUTHRZD FalL MODE NOT AUTHORIZED: 1POC
=N

NOTE

Adding expenses to the voucher that were not previously authorized on the
authorization may cause an audit failure, which will bring the expenses to the

attention of the Approvers and/or Reviewers.

2. Click the Document Summary link on the Document Processing Toolbar on the left side
of the page. The Document Summary page will be displayed.
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W. DOCUMENT SUMMARY

1. Review the Document Summary. Click any links to view details.

2. To print the voucher:

a.

b.

The browser will launch a new window over the existing window. The travel
document may be reviewed on the screen or printed. Use the scroll bar to see the

additional pages.
a7/08/02 VOUCHER Voucher: 24 -XX040T0ZAT
PAGE 1 % Read Priwvacy Act On Last Page ¥ TA Hum: 24 -BAZDADOZ
1] MAME. TRAVELERZ, Al . ECH: 240-00-0101
ADDR: PHONE:
MAIL CD:
R=gidence, UE 1234C QRG: 24-BR
TITLE:
DUTY: HAER TZ: & EEC CLR:
REE: R=gidenc=, UE CARD: CARD HOLDER
HOURS: B
Pr=pared By Mary 4-1234 Location a5
2] FROM sl Th HUMEER TA DATE TRIP PURPOEE TRIP TYPE
Dds07 /2002
a4/10/2002
24-BA200002 07/0a/2002
TRATHING CHET
1) GTR/TICEET MO TALUE CrR CLE DATE FRCH Ta
Eee Ibinerary 1 400,00
4) ACCOUMTING CLASE COOOE TRIF 3 TRIP 2 1-CHETRCT |5) FINANCE OFFICE
24-BAZ- 05200000 1064.00 ace.nd
0920000 .08 . 2129 .GH.24.2.9.00.BA. 000
E] MON-REIMEUREAELE EXPENEEE ----
TOTAL AMOUNT CLAIMED ---------------mmmmmm oo oo ace.nd
ADVANCE CUTSTAMDING ----- 0.Do
ADVANCE APPLIED --------- o.oo 0.0a
HET TQ TRAVELER [BOVT] ---------------mmmmomooo ace.nd

=Copyright 19%E Gelco Infornation Hetwork GED, INC. sssssssscsicscsssssssssossse=
I c=rtify that this Voucher is true and correckt to the beat |B)

of my knowledge and belief, and that payment or credit has TIUZHER HO:

not b=en received by ne. I hersby assign Ehe United Stakea
any right I may have against any partis=s in conn=cticn, with| SCHEDULE HO:
reimburaable tranaportation charges de=scrib=d abowv=, pur-

chased unde=r cash paynent procedures {41 CFR Parkt '_-‘.IZIl 107 . CERTIFIED EY:

T TRAVELER EIGHATURE DATE DATE:
B B e
This Voucher is approwed. Long distance telephone calls, 10]

if any, are= c=rtified as necessary in the= inter=st of the CitH RECEIPT DATE
Govermnent. (Note: If long distance telsphone= calls are

included, the approving cfficial must have bes=n authorized AMCUNT 35
in writing by the head of th= departnent or agency toc so
cerkify (31 UO.5.C. GBDal). EIGHATURE

&1 APFROVED, DATE

Page 1 of a Voucher

Click on the Preview Document link on the Document Processing Toolbar on the left
side of the page.
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o7/0a/02 VOUCHER Vaucher: 24 -XX040TO2AT
BASE 2 ¥¥ Read Priwvacy fct On Last Page ¥+ |TRAVELERZ 240-00-9101
{1L] ITINERARY AND TRANSPCRTATION EXPEMEEE - TRIF HO 1
CATE TIME DEFARTED/ARRIVED LOCATIONES MOLDE CCET DESCRIBTICH
D407 2002

D-REE: B=gidenc=, UE
od/07 /2002

A-WAEHINGTON, DC
D4 072002 AIR 400, 00 owssncraL s
od/s07 /2002 TAXI 20,00 mr
D4/1a/2002

D-WAEHINGTOH, DC
04 10,2002

A REE: R=sidenc=, UE
D4/1a/z2002 TAXI 20,00 mwar

TOTAL TRAMEFORTATICH EXPENEES 440,00

{12) EUBSISTENCE AMND OTHER REIMEUREAELE EXPENSEE

ACTUAL LODGING MEALE MeIE P-DIEM

DATE LODGING ALLOWED B L D ALLOW RATE OTHER EXPENEEE AMCUNT
o4/07 112,00 112.00 34.E0 150/4E o.oo
o4/04a 118,00 118.00 4E.00 150/4E 0. 0o
D4 09 112,00 112.00 dE. 00 150/4E 0.oo
04510 o.op D.oo 34,50 150/4E 0. oo
157,40 151.0D0 o.oo

mme (13 ] OOMMENTE & o o B o B

Woucher du= & days after completion of your trip.

Page 2 of a Voucher
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07/09,/02 VOUCHER Voucher: 24 -¥XN40TOZAT
FREE 3 %% Read Priwvacy Act On Last Page ¥* |[TRAVELERZ 249-00-0101
(111 ITINERARY AND TEANEPCRTATION EKPEMEEE - TRIF HNO 2

CATE TIME DEFARTED/ARRIVED LOCATIONE MODE COET DESECRIPTICH
04/07 /2002

D-REE: R=gidenc=, TE

D407/ 2002 ALR 400,00 oo
D4 /072002

A-WAEHINGTOM DC

D407 2002 1BCC T2.00 em

0d/10/2002
D-WAEHINGTOM DC

D4 1a/2002 1BCC T2.00 em

04/10,/2002
A BEE: B=gidenc=, UE

TOTAL TRANEPOIRTATICH EXPENEES C4E. 0D

(121 EUBEISTENCE AND OTHER REIMEUREABELE EXPENSEE

ACTUAL LODGING MEALE MeIE  P-DIEM

DATE LODGING ALLOWED E L D ALLOW RATE OTHER EXPENSEE AMOUNT
o4 o7 115,00 115.00 34 .ED 150/4E 0.oo
0ds0a 11%.00 115.00 4E.0D 150/4E 0.oo
04/09 11%.00 115.00 4E.0D 150746 0.oo
0df1a o.op o.oo 34 .ED 150/4E 0.0oo

A57.40 lal. oD o.oo

= (L3 ] COMMENTE : oo o o i o i o i i o

Voucher du= & days after compl=tion of your trip.

VERCIV-RATE TEL DATE=D7/01/02=Copyright 1998 G=loo Information Metwork GED, Inc.

Exception te 5F LD12

HOTE: Falsification of an itam in an expense account works a forfeikture of
claim (28 U.E.C. 2E14] and may result in a fin= of not mors than 310,000 or
imprisonme=nt for not more than £ years or both (1B U.2.C. 2B7; i.d. 10OL).

In compliance with the Privacy Act of 1874, the following information is prov-
ided: Eolicitation of the information en this form is autheorized by E U.EC.
Chap. E7 as imple=n=nt=d by th= Fed=ral Trawel Regulations {41 CFR 301-304},
E.2. 11e0% of July 22, 15871, E.O. 11012 of March 27, 196Z, E.Q. 5357 of Hov.

22, 1942 and ZE U.E.C. S01l(b] and S105%, Th= Erimaﬂ purpocses of the rﬂestcﬂ

Page 3 of a Voucher
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information is to dete=rmin= payment or reinburseme=nt to =ligible individuals
for allowakle trawel and/ocr relocation =xpenses incurred under appropriate
adninistrative authorization and to record and nmaintain costs of such reim-
burs=m=nts to the Gowvernment. The informaticn will be us=d by officers and
employ=ez who have a nes=d for the informaticn in the performance cof their
cfficial duties. The informaticon may be disclosed to appropriate Federal,
Etate=, loccal, or foreign agencis=s, when relevant teo civil, crininal, or regu-
latory investigations or prosscutions, or when pursuant bo a requireme=nt by
thia agency in conne=cticn with the hiring or firing of an employ=e, the
igguance of a security clearance, or investigaticns of the performance of
official duby while in Gowvermment serwvice. Your Social Securibty Acocount Hum-
E=r (S5EN} is molicited und=r the= authority of the Internal Revenue Cocde [2E
O.E.C EQOLL(b] and &10%] and E.O. 5337, How. 22, 18432, for use as a btax paye=r
and/or employes= identification mimber; disclosures is MANDATORY on wouchers
claiming trawel; and/or relocation allowance expenses reimbursen=nt which is,
or may b=, taxable incom=. Disclosur= of your EEN and other requested infor-
mation iz woluntary in all other instances; howewver, failurs bo prowide the
information [cther than EEH] required to support the clain may result in
d=lay or loss of reimbursement.

Page 4 of a Voucher
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aT/0584/02

LRCCOUNTING CLASE CODE

CCM. CARIER-
LODGING -
MeIE-
MILERGE -
TARL/TIPE-TAXI

24 -BRZ- 0532000040

Organization: 24-ER

EPLIT PAY DISEUREEMENTE:

ACCOUNTING DETAIL
Copyright 1994 G=lco Informaticn Me=twork, Inc.

0.0d

0o20000.09.2129.GH.24.2.9.00.BA. 0040

Doc oo
TRAVELERZ, Al

TRIP 2
40a.0n
AET.00
1E1.00
145.00

1,064.00

24 -XX040TO2AT
249-920-0101

TOTAL EXBEHSEE - === == === mm—mm o mmmmmmm e mom
HON- REIMEURSAHLE EXPENEES ----- --- === -m - =o-

TOTAL AMOUNT CLAIMED --- --—- - == -=m—-ommmm - me
G0 T ADVANCE CUTSTANDING - - a.
a0V T ADVANCE APPLIED ------ a.

o

HET TO TRAVELER [GOVT) - -- === --mmmmmmmm v

GO T CHARGE CARD EXKPEMEEE -
GO T CHRRGE CARD ATHM ADV - -
ADD'L GOW'T CHARGE CLRD FPYMT

a.00
a.00
a.00
TOTAL GOV'T CHARGE CARD AMT a.00
PAY TO GOV’ T CHARGE CARD--------------m - ==
PAY TO TRAVELER -----------m= == <o mmmmmmm oo

2EQ.00
a.an

2E3.00

a.an

BCg.0n

a.an
2E3.00

1-CHETRCT
400.00
157,00
1EL.OD
40.ap

558.400

Page 5 of a Voucher

c. Use the browser and/or reader Print button to print a copy of the travel document if

desired.

d. Close the Preview Document window by closing the browser and/or reader window.
The Document Summary page will be displayed.
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Document Preparation

Laes Document Summary for Voucher 24-XX040702AT
o A PREP/SRRERZ Quick Tip
(e AL For specific information, click on a Details link, You can sign and stamp your document from the Document Status section. @ Document
[ ocheniat Trip Humber 2 Ertering Dacurient
XX040702AT Travel “m““:.i;;‘“‘i‘;]:r 24-EA200002 Currert Document
* Document Summary Traveler Details 240-00-0101, A1 TRAVELER2

= Tripy Murrker L
Purpose Description Twa days T training in Washington DC

: Htinerary Details WASHINGTON,DC 04/07/02 - 04/10/02
= tinerary Ticketed Trans Details $400.00
= Ticketed Trans Expense Details

= Traveler

Expense Summary

- Expenses _
I CER Quick Expense

= Ledging 4 % oanvzo0z PO 73.00
= A riti

ceounting 4 ¥ oamozooz poty 7300
- Totals Total: 145.00
o T Lodging/M&IE Details $516.00
= Document Status

Accounting Details

I——— ccounting Summary

= Previgsw Document 24-B4,2-09200000 1,064.00
= Export Document Total 1,064.00

» Close Documert: Totals Details

otals Summary

Amount Claimed 958.00
Mon-Reimbursable Expenses 000
Acvance Applied 000
Pay To Charge Card 000
Pay To Traveler 455.00

Enter Comments oucher due 5 days after completion of your trip
Document Status | RITRPRETS Enter Status/Fib tc curment

Stamp and Route

SIGNED = | ﬂ

3. In the Document Status area, at the bottom of the Document Summary page, perform
the following to stamp and route the document:

Check the default Status to Apply value. It should be “SIGNED”.
b. Click in the Signature PIN field and enter the appropriate PIN.

c. Click in the Remarks field and enter ‘Prepared for the Traveler’.

d. Click the |__Stamp and Route | button, on the right of the Document Status area at
the bottom of the page, to sign/stamp and route the document.

4. The Pre-Audit Results page will be displayed.

NOTE

If changes are necessary to the document, click on the =208 | pro_dudit Results
button in the ‘For this Document you can:’ area in the top right. The document will
not be signed and will not route. The document can be modified.

5. Click the Continue | Stamping the Document button in the ‘For this Document you
can:’ area in the top right. The Signature certification page will be displayed.

Document Preparation

uses Signature for 24-XX040702AT
e ouick T
It you agree with the statement, click Accept Signature Text

A1 TRAVELER2
Stamping
"I certify that this voucher is true and correct to the best of my knowledge and belief, and that payment or credit has not been received by me. When applicable, per diem claimed is based on the
average cost of lodging incurred during the period covered by this voucher. Note: Falsification of an tem in an expense accourt works a forfetture of claim (28 U.S.C 2514) and may result in a fine
of nat more than $10,000 or imprizonment far not mars than 5 years or both (18 L5.C. 287id. 1001) "
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6. Ifin agreement with the signature certification statement, click the Signature
Text button in the ‘For this Document you can:’ area in the top right. The document will
be routed.

NOTE

If not in agreement, click the Stamping button in the ‘For this Document you can.’

area in the top right. The document will not be stamped and will not route.

7. Travel Manager displays the Travel Manager Main Web window.

8. Remember, the Traveler must login to Travel Manager and sign and certify the voucher
to route the document.

NOTE

All Lodging receipt(s), Registration receipt(s) and any one (1) expense over $75.00
claimed, including any backup documentation, must be sent to the Travel Office for
retention and audit purposes.

When the document has been reviewed/approved by the Travel Office and interfaced with
the financial system, an e-mail message will be sent to the Traveler indicating that funds
will be available within 5 days if paid by Electronic Funds Transfer (EFT).

Preparer will print page 1 of Traveler’s Voucher, mark out SSN, attach applicable
receipts and back-up documentation, and forward to Travel Office.
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X. OPEN DOCUMENT (VIEW/UPDATE)

1. Click the Open Existing Document link, on the Document Processing Toolbar on the
left side of the page. The Traveler Listing (Open Document) page will be displayed.

Setup Reporis
User:

Susie L Smith
Traveler:

[; Create a Hew Dacument

b Open Existing
Document
[> Review Documents

[> Delete Documents
[» Copy Document

[ Import Documents

L ogout

Help

Traveler Listing (Open Document)
Quick Tip

Type one or more letters of the travelers last name and ofick
Search. Than, click the travelers name to list all documents.

Enter Search Criteria

Last Name I
Docurert Tupe | ALL - I

Traveler List

Click on an entry to =

Search Results

Precs 40 Mest 40

Document Preparation

2. Enter one or more characters of the last name of the traveler and click the button,
located to the right of the last name field.

3. Click on the name of the desired traveler from the Traveler Listing (Open Document)

arca.

Susie L. Smith
Traveler:

[# Create a Hew Document

* Open Existing
Document
[» Review Documents

[» Delete Documents
[# Copy Document

[# Import Documents

Traveler Listing (Open Document)

Quick Tip
Type one or more letters of the travelers last name and

click Search. Then, click the travelers name to list all
documents.
Enter Search Criteria

Document Type IALL - I

Search Results
Name

LOE, JAME
LOE, JOHH

122-33-0000
122-33-0001

Document List

Trawveler: JANE DOE
ment Name [Dep Date

060302

Bl authorization  98-XX08-030C CREATED
Bl authorization  99-0M05130C 05M302  APPROVED
B Adthorization  S9XX0441JPN 041102  CREATED
Bl Authorization  959-0M0407DC 040702 SIGNED
B Adthorization  S9-XX0326AL2 032602  CREATED
B Acthorization  Z3AA0241TX% 021102  CREATED
Bl adthorization  S9XX0ZA1TX 021102 APPROVED
B athorization  S9XX0115MA  D1/1502  APPROVED
@ Local Woucher 29X X08-24WA 0252402 CREATED
Bl voucher 0-XX04070C 040702 SIGNED

4. All documents created for that traveler will be displayed in the Document Search (Open
Document) area on the right.

a. Documents that have been created but not routed will have CREATED in the Status

column.

b. Documents that have been created and routed will have various stamp values in the
Status column, some of which may be SIGNED, ADJUSTED, REVIEWED,
APPROVED, MGT REVIEWED or MGT APPROVED.

c. Documents that have been processed in the Travel Office and have completed
processing will have DATALINKED in the Status column.
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5. Click the document icon for the document created in the previous exercise. The
Open Document Signature page will be displayed if the traveler has signed the

document.
Setup Reports  Logout Help Dnriiment Prenaratinn
User: H
Open Document Signature
Susie L. Smith Quick Tip For this Document you can:
Traveler: The Signature PIM is case sensitive! Sign | to Review Document
Signature for Adjustmert | GE{I Document as Wiew Only
[# Create a Hew Document
it Cancel Opening Document
¥ Open Existing —I
Document
[» Review Documents
[» Delete Documents
[ Copy ocument
[» Import Documents

6. The document can be opened one of two ways:

a. Enter the appropriate signature PIN and click the to Review Document button,
in the ‘For this Document you can:’ area in the top right, to adjust the document.

OR

b. Click the Document as View-Only button to open it as view only.

7. If the traveler has signed the document, click the Document as View-Only button,
in the ‘For this Document you can:’ area in the top right, to open the document as view
only. The Document Summary page will be displayed.

8. If the traveler has not signed the document, the Document Summary page will be
displayed. Use the scroll bar on the right of the Document Summary page to view the
bottom of the page.
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Setup Reports Logout Help Document Preparation

User: Document Summary for Voucher 24-AA021102AT (View Only)
Susie L. Smith Quick Tip For this Document you can:
Traveler: gﬁ;spacifci‘tc. information, click on & Details link. Yow can sign and stamp your document from the Document Continue | Ertering Document
LS Section.
ANDY TRAVELER Trip Humber 1 _Close | currert Document
b I Travel Authorization Number 24-44200003
AANZTI0ZAT
Traveler Details 240-00-0001 , ANDY TRAVELER
3 st :
Document Sumenary Purpose Description T presemtstion st JSFC
= Trip Murmber ttinerary Detaile JOHNSON SPACE CTR,TX 02/11/02 - 02/13/02
ElaElen Ticketed Trans Details §475.00
= tinerary o
Bxpense Details |SRERFEET T,
= Ticketed Trans
= Expenzes E'E‘IE‘ Dste
« LodgingMalE 67 021172002 PERSOMAL CALLS-DOMESTIC .00
« Accounting J 021372002 RENTAL CAR 8850
el Total: 93.50
i Bl i E
T Lodging MIE Details $251.00
= Documert Status Accounting Details [FSSRRTE I 1 ELY

= Perform Pre-Audits

819.50
Total: 519.50

= Previesy Document

= Export Document
= Close Documert Totals Detail

§19.50
Mon-Reimbursable Expenses  0.00
Achvance Applied .00
Pay To Charge Card 0.00
Py To Traveler 819.50

Enter Comments Voucher due 5 days after completion of your trip

Document Status |y YT POTESEIIH

Document Status: DATS LINK. - Awaiting: Stamp and Route |

us To Apply Signature PIM

9. Click the Document Status link, on the Document Summary page, or on the Document
Processing Toolbar on the left side of the page to view the Status page for the routing
list. The Document History indicates the preparer has signed the voucher. The
Document Routing indicates the traveler needs to sign the voucher.

Setup Reports Logout Help Document Preparation

Lesr Status for 24-AA021102AT (View Only)

Susie L. Smith % Quick Tip For this Document you can:
Traveler: The Signature PIN is case sensitive!

Stamp |and Submit Document

AMDY TRAVELER
Voucher: 24 Back I Continue
AAD21102AT

Status to Apply | =

= Document Sumimsry
signature PIH |

= Trip Mumber
= Traveler [ Fm— I il
= ftinerary
= Ticketed Trans -
= Expenzes Document Routing
= LadgingmSiE
= Accounting
- Totals Document History
S pate/time _—________________Fiatus
074 302 1219PM EST CREATED Andy Traveler
! Document Status 07H 3002 12:24PM EST SIGNED Andy Traveler

10. Click the Close Document link, on the Document Processing Toolbar on the left side of
the page, to close the document.
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